Public Library System

INTRODUCTION TO WORD

Objectives:

e C(Create, edit, and save a document to a floppy disk.
e Learn basic Word 2000 functions.
e Use Formatting Toolbar features.

What can I use Word to do?
Word is a word processor that you can use to create and print any
type of document — for example. letters. resumes. and school




Word 2000 Toolbars
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Word 2000 Quick Guide

To open Word:

1. Move the mouse pointer over the Word 2000 icon.

2. Double click with the left mouse button, or click
once, then press enter.
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To enter text
1. Begin typing at the blinking cursor.

2. To move down on the page, press Enter key
on the keyboard.

To delete text
1. Move the cursor to the text you want to delete.

2. Press the DELETE key to remove text to the right of the cursor.

3. Press the BACKSPACE key to remove text to the left of the cursor.
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To print
1. Click Print button on the tool bar.

To save a document for the first time.

1. Click the Save button on the tool bar. The Save As dialog box will appear. n

Click the arrow to the right of the Save In list box. EI
Click 3 %2 Floppy A: on the drop down list.
Click inside the File Name text box.

Enter the name you want to give your document.
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The Word Window
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Word 2000 normally displays its toolbars side-by-side rather than on top of one another.
Some of the toolbar buttons are hidden even if the application window is maximized.
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i | ————____ Hidden toolbar buttons are displayed on
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Party Invitation

Follow the directions below to create an invitation. It is recommended that you read
through each individual direction before performing it.

Remember that text is entered (typed in) or pasted wherever the insertion point is
blinking. Always make sure the insertion point is where you want the text to be
entered. To move the location of the insertion point, move the mouse and click.

Remember, too, that there is usually more than one way to accomplish tasks. If a
different way to do something occurs to you, go ahead and try it! If it doesn’t work,
you can always click the Undo button.

If you can’t remember what a button does, move the mouse cursor over it and pause.
A yellow ToolTip will appear describing the button’s function.

In the instructions, the following terms will be used:

Click—single left mouse click
Button—on screen in the toolbar

Key—on the keyboard
TEXT ENTRY

1. Open Word (double click the Word icon on the desktop), if it is not already
open.
If Word is already open, single-click the New Document button in the
upper left corner of the standard toolbar (pictured below):

(This will give you a clean “sheet of paper.”)

2. On the Formatting toolbar, change the font size to 18. (Click the
downward-pointing arrow to the right of the 10, and select 18 from the drop-
down menu.)



3. Press the ENTER key five times.

4. Type the word Invitation

5. Press the ENTER key five times.

6. Type the words  Please come to our Open House!
7. Press the ENTER key once.

8. Type the words  Steve and Jane Mann

9. Press the ENTER key four times.

10. Type the words ~ We’ve moved into our new home and we are having a
party to celebrate!

11. Press the ENTER key five times.

12. Type the words ~ Saturday, May 17, 1998

13. Press the ENTER key once.

14. Type the words ~ 5:00-9:00 PM

15. Press the ENTER key five times.

16. Type the word Address:

17. Press the TAB key (not the ENTER key) once.

18. Scroll up the screen by clicking the vertical scroll bar at the right of the screen.

19. Select Steve and Jane Mann by moving the mouse pointer to the left of that
phrase and clicking just before the S. Hold down the mouse button and drag to
the right until the whole phrase is highlighted.

20. Click the Copy button on the toolbar.

21. Scroll back down to the word Address: and click so the insertion point
appears to the right of the word.

22.Click the PASTE button on the toolbar.



23.Press the ENTER key once.

24.Press the TAB key twice.

25. Type the words 1596 Howard St.

26.Press the ENTER key once.

27.Press the TAB key twice.

28.Type the words Seattle, WA 98115

29.Press the ENTER key twice.

30.Type the word Telephone:

31. Press the TAB key once.

32.Type the words (206) 329-9996 (Regrets only)

33.Press the ENTER key once.

FORMATTING

1.

Scroll to the top of the document, and select the word Invitation. (You can
select it either by double-clicking the word or by moving the mouse pointer to
the left side of the screen until it becomes a right-pointing cursor and clicking.)

. On the Font drop-down list, select Lucida Console. On the Font Size drop-

down list, select 306.

Select underline (click U button). Select italics (click Zbutton). Select bold (click
B button).

. Click away from the word Invitation to deselect it.

. Select the first mention of Steve and Jane Mann by moving the mouse

pointer to the left side of the screen until it becomes a right-pointing arrow and

click.

Select font style Lucida console.

. Click away from the phrase Steve and Jane Mann to deselect it.



8.

9.

Scroll down to 5:00-9:00 PM. Click to the right of PM, and drag to the top of
the document, selecting everything from Invitation to 5:00-9:00 PM.

On the Formatting toolbar, click the Center Alignment button.

10. Click away from the selected text to deselect it.

11. Select everything from Address: through (Regrets only) by following the same

process as in Step 7. Choose font size 14.

12. Click away from the selected text to deselect it.

13. Scroll to the middle section of the document. Move the mouse pointer to just

before the word and in the phrase and we are having a party to celebrate.
Click so the insertion point appears there. Press the ENTER key.

FINALIZING AND SAVING

1.

2.

Click the Print Preview button on the standard toolbar.

Does the document look as you intended it? If it does, click the Close button
and

proceed to save the document (see below). If not, click the Close button and
see if you can make the necessary changes. Ask your instructor for assistance if

you need help.

. To save the document, insert a floppy disk into the drive.

. On the File menu, select Save As.

If 31/2 " Floppy [A:] does not appear in the Save in Box, click the downward-
pointing arrow to the right of the Save in Box. Select 31/2 " Floppy [A:] from
the list.

. The File Name Box will say Invitation.

. Click the Save button.

Your work is now saved. Close the Word program by clicking the Close (X)

button in the upper right corner of the screen.

10. Please give your feedback on the usefulness of this exercise to the instructors.



Tnvitation

Please come to our Open House!
Steve and Jane Mann

We’ve moved into our new home
and we are having a party to celebrate!

Saturday, May 17, 1998
5:00-9:00 PM

Address: Steve and Jane Mann

1596 Howard St.
Seattle, WA 98115

Telephone: (206) 329-9996 (Regrets only)



10.

1.

12.

Introduction to Word - Tips

Typing takes place at the Insertion Point (flashing line), NOT at the cursor.

Click once to locate the Insertion Point where you want it. Note that the Insertion Point

can live only within existing text. You can also move the Insertion Point within text using
the € 2 A WV keys.

Use the key to end a paragraph and drop down to the next line. Allow long sentences to
automatically word-wrap down to the next line.

To view up and down the document, use the Scroll Bars and Arrows at the right edge of
the window, or rotate the Mouse Wheel.

The Backspace key deletes to the Left of the Insertion Point. The Delete key deletes to
the Right of the Insertion Point.

Use Edit - Undo to remove your last action.

Selecting:

e Drag over text while holding down left mouse button to select several words at once.
Note that you can drag the mouse up or down to select other lines.

e Double-click within a word to select the entire word.

e Move cursor into left margin until it turns into an arrow pointing up and to the right,
and then click to select entire line. You can drag up or down to select several lines at
once.

e To select a LONG area of text, first select a little bit at one end. Then hold down the
Shift key while you click at the other end.

e Select ALL the text with CTRL + A, or menu items Edit = Select All.

e To Unselect an area, just click once anywhere in the document.

If you have an area selected, then your next action will act only upon the selected area. If
you type something, the new typing will replace the selected text.

To show all toolbar items, use Tools 2 Customize and uncheck the box for “Standard
and Formatting toolbars share one row” then click on Close.

To show Invisible characters, click on the Show/Hide 9 toolbar icon.
Use File > Save to update an existing file with the same name and in the same location.

Use File > Save As to create a NEW file with a different name and/or a different
location.

Every page has a blank area of Margin at the Top, Bottom, and Sides. Adjust the
Margins using File - Page Setup.

S. Grebles 480-312-7801 June 2004
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